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Screen Settings

The AASIS Easy Access screen can be changed to reflect your preferences.

Menu Edit Favortec Exiras 3ystem Help
—

Display documentation shitFs YV R) (EE @

Technical details Shift+F11
SAP Easy Access 7——~

@ Shit+F9
BE| 5| E B ¢ Sremtansadion ShifteF7

[ &5 Favarites e — o

This iz used to specify settings

[ ] Display favorites at end of list
[ Do not display menu, only display favarites

| | Displaytechnical names

¥ 0% EE %
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"Display favorites at the end of the list" affects the order of the
menu tree structure displayed on the initial Easy Access screen. By

selecting this checkbox, Favorites are moved to the end of your tree
structure list.

"Do not display menu, only display favorites", affects the menu

tree structure display on the initial Easy Access screen. By selecting
this checkbox, Favorites is the only menu displayed.
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o Menu Path
Screen Settlngs Extras > Settings

Technical Names

Menu  F

SAP Easy Acdg SAP Easy A&%‘s AASIS MENU
BE| 5| | BE5 &) |
(3 Favorites 1 Faiites
< [ 54 meny| i a?.%?.m&w;
[> 1 office Office
= 3 Logistics < {3 Lagistics
= {4 Materials ManXement v agleﬂalS nagement
= =4 Purchasing = {3 Purcha@ing
< {4 Purchase Order v & Eulrchase Order
B [ Create ) Craate
2 Change %) ME22M - Change
1) Display g} ME23M - Display

%) ME24 - Maintain Supplement

%) MEMASSPQ - Mass Maintenance
I I Release
I (1 List Displays

) Maintain Supplerent
% Mass Maintenance

[ Release

> 3 List Displays

08/06 DiAnnette Scott 5.4 User Personalization of AASIS

"Do not display screen' removes the AASIS photo display from the
Work Area of the Easy Access screen. Using this feature minimizes
the usage of system resources.

“Display technical names” places the transaction name and code on
the menu tree. (See illustration above.)
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Set Start Transaction

Menu Edit Favorites Extras System Help

Display documentation shift+F6 |3 5 49 &3 | B @
Technical details Shift+F11
Settings Shift+F9

L_ﬁ E‘ ??‘ = & Setstart fransaction Shift+F7

Menu Path:

SAP Easy Access

2 {3 Favorites
b (3 Websites
I 1 HR folder
b (3 FI Office transactions
b (2 Benefits folder
I (] APERS Reports
Personnel lianagement-= Administration - HR Master [
{3 8AP menu
b (3 office
B [ Logistics
> (21 Accounting
b (23 Human Resources
[ 3 Information Systems

or

| Special Transactions & Reports (State of Arkansas)
b (3 Tools
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The Set Start Transaction is an excellent tool to use when starting
with the same transaction code daily.

For example, if your main responsibility within AASIS is to perform
Time Entry, then the system can be set to allow you to start the
CAT?2 transaction as your initial screen.
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Set Start Transaction

Set Start Transaction
dialog box will appear.

* Type CAT2 in the box
* Click the green check
mark or hit Enter

BiononE

SAP Easy Access AASIS MENU

BE % @@ via

< &3 Favorites

b [ websites
» [ HR folder

b [ FI Office transactions
[P aldo

b (3 Human Resources
I» (1 Information Systems

@ Special Transactions & Reporis (State of Arkansas)
b [ Tools
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Set Start Transaction

An information message Menu Edt Faaries Ext Hel

confirms that Transaction @ L

AASIS Overview and Basic Navigation

Con CHB BNED BE DR

CAT2 has been set as your ~ SAPEasy Access AASIS MENU
: L HE
start transaction. B> 86|/ v

¥ (3 Favorites

D (1 Websttes

b (1 HR folder

D (3 Floffce transactions

D (2 Beneits folder

b (0 APERS Repars

Personnel Management -» Administration -» HR Master [

< (3 54P menu

D (1 office

b [ Logistics

b (3 Accounting

D (2 Human Resources

I (2 Information Systems

D (] Special Transactions & Reports (State of Arkansas)

D [ Tools

ol ][

&4 Transaction CAT2 set as start transaction
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The next time you sign on to AASIS, you will be taken directly to

CAT?2 instead of the menu tree.

If you need to access the menu tree, select the red Cancel or green

Back arrow.
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Favorites Folder
I "l ot i
- Menu Edit Favorites Extras System Help
& B BTG
ADD DELETE
SAP Easy Acgess AASIS MENU
Add/Delete =
Favorites EE S & 2| v a
(3 Favorites
R AP menu
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The Favorites Folder is a valuable AASIS tool available to help you
personalize your menu.

The Favorites folder allows you to create, add or delete a list of
transactions you use frequently.
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Adding Transactions to Favorites Folders

lad COe QHB DD OE DE —

SAP Easy Access AASIS MENU
BE & &2 v~

o

(=]
DRAG | e et
[B) URL - Asziz website

P 53 HR folder

AND _ [=] cAT2 - Time Sheet Maintain Times
= @ - casnauna
DROP [2] FE50 - G Asct Pty Single Sereen Trams

7 3 Benafity folder

N W Master Data
P
) PAJD - Mamntan
2 PAZ0 - Display
2 PAD - Personnel File
2 PATO - Fast Enbry
. I3 PASZ - Fast eniry. Adtions
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Drag and Drop

Select an executable menu item using the mouse and keep the mouse

button pressed.

Drag the item to the desired position in your favorites folder and
release the mouse button.

A message that the node was added to Favorites appears and the new
item is shown below the position where you dropped the item.
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Adding Transactions to Favorites Folders

& [~} aH Cea DR DDOD AR 2B
SAP Easy Access AASIS MENU
BR &S @B 2 v

(3 Favanites

Insert
Transaction

& 20 Tools

.| Note: Once the pop-up box
| appears, enter the transaction

code

Ry
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Insert Transaction

Once you have set up your Favorites folders, you can then insert
needed transactions under each:

To add a transaction:
*Right click on the folder name. A drop down menu appears.
*Select “Insert transaction”. A pop-up box appears.
*Enter the transaction code in the field box.

*Press the green check mark and the transaction appears under
the folder name.

User Personalization of AASIS
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Adding Transactions to Favorites Folders
@I aloaue@mnmnmuammmmu E
SAP Easy Access AASIS MENU
BB % @2 vl
Menu
Path
[E] FC) - Cash Joumal
[E] FB50 - G AcctPatis Singla Scroen Trans,
folder
@ 15 R Mastes Data
[P PALD - Parszensl Ations
) PA2D - Displa
Foe =
TT'—tuun..rww:_mm-'-
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Menu Path

Select a transaction item in the user menu tree structure.
Choose from the menu bar:
Favorites > Add

The new transaction item appears at the end of your list.
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Adding Transactions to Favorites Folders

4 200 co0 DHE DDRD OE @O

S Favoris dd fo Favorites _(Ci+ShitF5)|
[E) 10051 - Cowate Purcrane Ruquissen
o] - Envolimann
1

Add to
Favorites
Icon
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Add to Favorites Icon

The Add to Favorites Icon is a shortcut offered in the toolbar for
adding transactions to Favorites folders.

To use the Add to Favorites icon:
* Select a transaction item in your menu tree.
* Press the Add to Favorites icon

The new item appears at the end of the Favorites list. You can now
use the up/down arrows or drag and drop to the proper folder.

User Personalization of AASIS
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Change Order of Transaction in Favorite Folders

e cOG DMK DDoD AR @6

SAP Easy Access AASIS
BR & &8
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=@ 3 Renetts folder

= 5 APERS Repons

[4) PRS0~ GIL Acct Psdy Singhe Screen Trans.

[ Pa0 - uatain

[8) HREEN00O1 - Enrolment

[%] HREEN00DS - Banetts Paricipation Cvaniey
5] HRBEN0014 - Tarmination of Participation

[ P02 - Prebock Allendince

[&] PUnT - Rask Lint eandaas
PA20 - Personnel Management -= Adminisiratior

fZ) PAal - Parsonnel Adions
) PAID - Maintar
122 PAZ0 - Display
1) PATD- Parsonnal File
21 ExstEntee
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You can change the order in which transactions appear in your
Favorites folder in 2 ways:

Use up/down arrows on your keyboard

2. Drag and Drop (see Adding Transactions to Favorites
Folders)

User Personalization of AASIS
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Adding Sub-folders to Favorites

AASIS Overview and Basic Navigation

] 200 cesniers DB DHOHD EE @0
SAP Easy | Spacge s .

e 1 k-1 ’ Menu Path
RT FOLDER

1 OPMDIKEY - Diskibuion Keys

T2 MRISHOW - Aocount Maint Docu Display-Rieversa
12 OBAS - Change Wlsssags Control

2 OKEQ - Maintain Varsions (Ganbral)

1 BKILQ - Assign Cur. = Val. Profie bo COArea

2 BHEP - Acthaaln Cuur +vad Prafile in COARea

12 FUDERIVER - FM Object Assignment - Mainbenanc
13 ZFCHA - Revorse Check Payment

123 SUDD - Uses Display

Pop-up Box using Newfolder
CONTROL + SHIFT
F5
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Adding Sub-folders to Favorites

The Favorites folder can be named according to the subject matter.

Examples:
* "My Purchasing Folder”

* “Time-Agency #0610”

To create a sub-folder:
Use Menu Path:
FAVORITES >INSERT FOLDER
OR

Press CONTROL + SHIFT F5

User Personalization of AASIS
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Adding Sub-folders to Favorites
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SAP Easy Access AASIS MENU
GE & @& -

= {3 Fawoenes
b 2 F1Omer bansacions
B (2 R felser
b 3 Reports

@ oo

I
v

" frm
@ick to enter
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A dialog box titled “Create a file in the favorites list” appears.

Type in the sub-folder name you choose.
Examples might be:

* Your office’s name

* Your Purchasing name

After typing in a sub-folder name, press Enter.

User Personalization of AASIS
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@ sl caa MR ADLD BE @6
SAP Easy Access AASIS MENU
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An information message is displayed at the bottom of the screen,
“Folder entered in favorites list”.

In this example “Training and Events” was added under
“Favorites”.

To add additional Favorite Sub-folders, repeat these steps.

User Personalization of AASIS
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Changing Sub-folders in Favorites

Al COe QHNR N0 OB @@

¥ 135 Favontes

b 2P ofice vansacsons

b 10 R foater

—_—

& L Training and

S S
L L

e L Special Transachons & Reports (St of Aanssd)

& 2 Tools

= {3 Favorites

I [ FI Office transactions
P [0 HR folder

> 1 APERS Reports
I [ Training and Events
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Once folders have been created, you can easily change the current
sub-folder name.

To change the name of your Favorite’s Sub-folder:

* Select the sub-folder you want to change

Select the pencil (Change) icon

Delete the current sub-folder name

Type in the new name for the sub-folder

Press the Green Check Mark or press Enter

User Personalization of AASIS
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Deleting Sub-folders in Favorites

= A0 C@e OHR Do DR D@

SAP Easy Access AASIS MENU

GE & @2 v
% 3 Favorites (DA Fieaias (RRF2) | -
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et Select

AUERE - TR
i %%__hmﬁ&!d— “Training and Events”

SEFm

= folder to delete

& CJ Logistics. T T

& ) Accounting -
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b [ Tools
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You can easily Delete a sub-folder or a transaction from your
favorites.

To delete a folder:
* Select the Folder you want to delete
* Select the Trashcan (Delete) icon (Shift F2) or
* Press Delete on your keyboard

An information message is displayed, “Node deleted from Favorites
list”

User Personalization of AASIS
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Complete Favorites Folder Set-up (Example)

[} a8 C@aa DHE DDLHD BE @@
SAP Easy Access AASIS MENU

(CATZ - Time Sheot Maintan Times

= 3 FI Ofice ransaclions
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o L Logistics.
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Here is an example of a completed Favorites folder with sub-folder
names and transactions.

By having all of your frequently used transactions grouped by
subject matter, the process will save you time.

This process can also help eliminate navigating through the Menu
tree and paths for access.

User Personalization of AASIS
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Adding a Transaction to your Desktop

TH eae DHE anon [DE @6

SAP Easy Access AASIS MENU
&= | 2= @ 2| | =]

b [ Favorites
= {3 SAP menu
b (1 office
< 4 Logistics
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= {3 Purchase Order
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2 ME25 - Vendor Unknown
2 MESS - Via Requisition Assignment List

12 ME22N - Change
) ME23N - Display
12 ME24 - Maintain Supplement
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> [ Release
[ 1 List Displays
[ [ Reporting
> (1 Inbound Delivery
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> [ Purchase Requisition
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D
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To add a transaction to your desktop:

In AASIS, you may need to access a transactions more often than
others. A quick way to access a commonly used transaction is to
place it directly onto your desktop.

* Find the desired transaction using your Menu path.

* Once the transaction has been located, click to highlight

* Right click on the selected transaction and a pop-up list will

appear

* Select “Create shortcut on the desktop” from the list

* Once selected, a message will appear indicating your

shortcut has been created.

User Personalization of AASIS
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Adding a Transaction to your Desktop

[Pl ypa your uber name and password

o [dscot |

User Personalization of AASIS
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Once the transaction has been added to your desktop, you will be
able to double-click the created desktop icon to log on. Log on using
your AASIS user id and password. This will take you directly to
your transaction without going through the AASIS menu path.

In the example above, transaction ME21N was added to the desktop.
Once you double-clicks on the icon, a pop up box will appear
prompting you to log on to AAIS. Once logged on, transaction

ME2I1N screen will appear.

User Personalization of AASIS
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Options tab

b Muman Resources

b D Tens

b O information Systems
© L Spocial Transacions & Reports (3t of Akansas)
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SAP Easy Access AASIS MENU o
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b CIHR folder Create shortcut
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. b D menedts folder ; "
t [ APERS Reports W Soriot Reconding o Prasback .
[E] Persanne | Management - Adminiskafion -~ HR: Ml Sorgt Deveiopmant Tocls.
E @ (5 SAP menu Detault sz
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= arespy
| S | % j::;::, Quisk Cut and Paste
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The Layout menu offers you several customizing options.

We will specifically demonstrate the ways in which you can change
the behavior of system messages, tab settings, cursor options and

whether to display keys

in dropdown lists.

We will also show you how to use the Layout icon to generate

hardcopy screen prints.

User Personalization of AASIS
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Customizing — Set Color To System
Settings

Setting Complemnentary to ETR

Blooming Desert
Bright Camplementary
Bright Haimonic

Options ... Diawn "l Dusk
- - Grass
Mew Visual Desian ... Harmanic =]
Lunar Oibit =
Set Color To System hars Dust
Clipboard b g5
Generate graphic Selting Grass to ETR
— EBlooming Desett
Create shorteut ... Bright Complementary
; Eright Hamonic
Activate GuiXT Complementary
. ' D
Script Recording and Playback...
) Hamanic
Script Development Toals... Lunar Orbit
Mars Dust

Default size
Hardcopy
Setting Rose (o ETR
Quick Cut and Paste
Hamanic
i Lumar Dtbit
Spelling Check e
SAP GU help e Vilerga
Peach |
About [ I
=]
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AASIS Settings allows you to change the color scheme of the current
client.
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Layout - Hardcopy
You can print the ; ey ;S'fsjcff“ LRI E
content of any SAP e o
window.

| Prins o windews content
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The Hardcopy function can be accessed through any transaction in
AASIS.

The Hardcopy function allows you to print the current content
displayed on your screen.

The content will print to the default printer specified by you.

User Personalization of AASIS
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